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Petty: Cash Policies

[FOr EmErgency’ or purchases! that reguire
Immediate payment.

DO Not Use wWhen agency: can: be billed andipay.
through nermal A/P’ process.

ENncourade employees ter ave InVoICes sentito
A/P or'use; Smallr Purchiase Charge Card:

Allrpurchases and reimbursements; must meet all
State procurement reguirements.

Petty  cashi funds > $200rmust be reimbursed: by
Einancial EDL.
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Legal Authority

Code; ol Virginia, § 2.2-1824: “A
ieasonable; petty, cash, payroll or ether
Imprest fund may: be allowead! each state

department, institution, board,
COMMISSION OF Other adency. i
of suchy fund shall be fixed byt
Comptroller inreachicase, but t

e amoeunt
e

Hese funds

shall be; reimbursed only: Upen: VOUCHErs

audited by the Comptroller.*
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Fund Balance Management

Create or Increase a Eund

s Agency: Head' or Fiscal Ofiicer sends written
ieguest to DOA Director, General Accounting.

Reduce or Dissolve a Eund

sl Agency/DOA reviews to ensure proper use,
amount, and sufificient justification.

s [IFagency’ or DOA decides fiundishould be
smaller; deposit: reduction to: credit off lireasurer
e Virginia

s [ fiund no' longer justified, deposit full amount
to credit of Treasurer of Virginia.
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Uses and Dollar Limits

Disbursements limited te those described in
CAPP: Manual:

EMErgency: pUrchases; off geods or
SERVICES,

Immediate payments;, WReRn geods or
services will net be provided without
Immediate: payment
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Uses and Dollar Limits

Ordinany: = $200/ 17 cashiand = $750 by check

Emergencies: = $200in cashi and = $3,000 by
ChEeck.

Tiravell advances, for authorized travel, if
sufificient notice to reguest advance: by normal
PIrOCESS IS Not pessibIe.

s < $500, should be temporary.

Permanent employees Who) travel omral regular basis
should get a liravel Charge Card.

Permanent travel advances strongly: discouraded.

Department off Accounts




Uses and Dollar Limits

Occasional travellexpense reimpursements
Ji0 establishr change fiunds

EMErdency. payment of a new: employees
first paycheck

ARy’ other type of payment:, lean, or
ddvamnce to any’ PErsom for any. reason
from| petty: cashi not permittied without
written DOA approval.
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Prohibited Purchases

Include, butare not limited to:

ARy expenditure for capitalroutiay: prejects

Contractual payments (e.g., maintenance,
SErvice, or consultants)

Installment purchases (i.er, buying an

[temiand paying fior It throudh a Series of
PEtLy, cashi payments).
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Immediate Vendor Payments

Usually:

Small; neRrecurking purchases fem local
VENdors;

Whe are unwillingl ter nener smallfpurchase
orders, and

When delayed vendos billing andpayment
dre Impracticalt
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Immediate Vendor Payments

Petty: Cash cannot be used to:
BY/pass established: purchasing; procedures.
Avold State; contractitems.
Avold bid procedures.

REMEmBEF:
ihe; Coae off Virginiarmandates
centralized purehasing:
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Travel Advances

DOA will notiincrease petty: cashi ter provide
travel advances.

Petty Cash should only be used for Travel
Advances When sufificient: notice isinet given te
ieguest advance threugh CARS,

lemporary. and permanent: advVances are
available to) travelers on’ State business; threugh
CARS (GLA 105).

n See CAPP Tiopic 20336, Agency: Tiravel Processing

Travel Charge Cards reduce the need for travel
advances.
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Permanent Travel Advances

DOA discourages permanent travel advances:.

s [ff your agency: has' permanent advances, they shiouldibe
reviewed periodically for justification.

Youl haverauthority to grant permanent advances, from
pPetty’ cashiin limited circumstances.

AdVances are toe be repaid te petty cash When employee
ceases regular traveling or on termination firomi State.

[ advance not returned, Fiscall Officer shall take action
to deduct: advance from: employee's; paycheck.

Tiravel Charge Cards are more prudent payment: metnod.
Petty cash ties up State funds on a leng-term: basis.
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Temporary Travel Advances

Made; firom! petty: cash tortraveler on
ofificiall State busIiness When SuUiiicient
NOLICE IS Mot giVen to process advamnce
through CARS Gl A 105.

Traveler shall repay advance when
reimbursed fior actiial expenses o o
more thian 60 days after receiving advance
(WhiIChever comes! first).
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Travel Reimbursements

Petty cash may. reimburse traveler for

d

pproved expenses = $100)trp/traveler.

A

Ftravel expense; reimbursements (firom

PEtty’ cashi or precessed By DOA) must be
rieguested viarDOA Tiravel Expense

R

eimbursement: VeUucher with supporting

documents.
Do net reimburse through PC to bypass

C

DS or EDI reguirements
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Emergency: Paychecks

Emergency: payroll' payments may: be made
70)s

New: permanent employees.

\Weekly, daily, part-time, o temporary.
employees invery limited sittiationss with

prior' DOA appreval.

Department off Accounts




Change Funds

Change fiundsionly tor be used Where

NECESSAlY.
ihe number

Off Change fnas varies with

the number of cash registers, point-of-sale
stations;, and/er collection poInts:

Change nc

S reguire nos replenishment.

x AMOURt remailns constant.

s Change fund withheld at clese of day from
total cash accumulated.
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Cashing Checks

Cashing checks, firom! petty: cashiior any,
iEasom and by any. PErson generally: not
pPErmitted.

Agency. IHead or Fiscal Officer may: request
exemption by writing to; DOA's General
Accounting Director.

ARy’ Checks| that are cashed firom: petty
cash must be cashed promptly: at bank
and cash restored to petty cash fund.
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Purchasing Dishonored! Checks

“Bad checks™ are those deposited in a State
pank account and later rejected by bank for:

s Insufficient fiunds
s Stopped payment
s Noraceount

s Account closed

State petty’ cash fiunds may: be Used: to) purchase
and acquire; the, bad checks fiom: the bank:

Alternate eption: Process DOA Accounting
Voucher to obtain a check payable to the bank.
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Purchasing Dishonored! Checks

When bad check identified:

s Immediately’ charge back te person iiom
WHOM rECEIVEd, OF

s [P réasen for nenpayment eliminated,
iedepoesit Witheut delay.

s [ake action te collect on badl checks  using
Internall resources — use all'leverage and
account collection eptionsif: check IS net
Made; geod.

Reimburse; petty: cash for “written off* bad
checks Via Revenue Refiund! Voucher.
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Fiscal Year End Reguirements

Confirm the amount advanced.

Reconcile petty, cash and documents as) of
clese offbusiness on June 50 each Vear.

Refer to DOA's Fiscal' Year-End Clesing
Procedures. (Link:

Department off Accounts




Petty Cashi Reimbursement Voucher

Use the; Reimbursement Voeucher to obtain
expenditure reimbursements;fior Petty: Cashi

Acceptable receipts are used to prepare; the
Reimbursement Voucher andl document the

EXPENSES| INCUrred.

Written offf “bad checks™ can be reimbursed
vial Revenue Refund Voucher.

Iff reimbursement amoeunt:

s = $25, must submit at: least monthly.

s < $25, must submit at least quarterly: and always on
June 30.
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Reimbursement via Einancial EDI

Petty cash funds > $200 must be
reimbursed: viar Einancial’ EDL.

Einancial EDI saves $ for the agency and
state (costs of precessing and: handling
Paper checks):

Petty cashi remittance infermation:is
available on DOA'S REDIVirginia WebDSIte.
The agencey: may: elect to receive emalil
netification WRen a reimbursement s
made to the petty’ cash account.
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Internal Control

Iihe FiscalfOfficer hast fitll authority. torestanlish
Internal controlsiover petty’ cash.

At leasti twor people;handle petty: cashi

s Cashier or custoedian primarily’ responsible fer signing
checksiand! disbursing casn.

s Authorized person Whoireviews anal approves
payments and disbursement vouchers) (Without
authority te sign chiecks)or disburse cash):

I practicalfand ieasible, Somecne Whie dees Not
SignI Checks| or approve payments reconciles the
pank statement.
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Internal Control

I noet fieasible torhave both custodian and
apprever, Agency: IHead or' Fiscal Ofificer must
document and notify State Comptroller.

Bank sheuld send statements directly: to
reconciler.

Statementishould arriver thopenediand remain in
reconciler’s sole control Until reconciled.

[ payments reviewed by authoerized person
IRClUde reimburSeEmMEnts torthe reviewer, another
autherized person (With nerauthority ter sign
checks' or disburse cashj) should' review and
approve payment Voucher.
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Petty Cash Checking Accounts

I >1$200), must have petty: cashi Checking account:.

Checking account should bear interest (i possible),
deposited guarterly: o) State; Tireasurer.

Checking acecounts shall berin agency name.

Checks must be; serially’ pre-numbered and
imprinted withlPetty €ash Fund* andlagency: name.

Checks must be signed only: When: preper
docUmMEnts; provided.

Each check disbursement must be recorded.

Checks outstanding > 1 year are subject to the
Unclaimed Preperty Act.
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IRS Information Returns

Information Returnss Reguirements:

Venaor payments firom: petty: cash may: be
subject tor 1099 reporting.

AGEncy. ist riesponsible or combInINg| petty,
cashi payments; withrether repoertable
DayIMENLS.

Payments: = IRS reporting thresholds must
DE repoerted on anl infermation: return’ at
calendar year-end.
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Eraud

Eachi Fiscall Officer must e alert:
[Or'shortagesior irregulakities

IR PELLY Cashi aCCOURLS O FECOKES.
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Common Irregularities

Overstating veucher tetals in reimbursements.

2. payments fior' 1. voucher (i1 viaipetty: cash, 1 vial A/P).
[False documents fior' postage; supplies, etc.

Checks put: in change fiund with ne iIntention to deposit:
Vouchers already’ reimbursed, submitted for 279 time.
Keeping recoeveries from charged-ofi bad checks.

Checks used to pay’ personall EXPEnSEs.

Fallure to properly: recerd overpayments.

Padding payrolls - fictitious or former employees: names.
Fallure to deduct leave of employees in figuring payroll.
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Records Retention

Retain copies ofi Petty: €ash
Reimbursement Veuchers and supporting
docUments for 3! years.

Decentiralized agencies must maintain
eriginal Petty: Cashi Reimbursement:
Vouchers and sUpporting AdocUMEnts, for's

Vears.
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References

CAPP Manual Tiopics
o . Petity €ash
o , Agency Travel Processing

Internet
n| Petty: Cash Expense Voucher:
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http://www.doa.virginia.gov/General_Accounting/For

Contacts

304-225-2244"— VoIce
804-225-4250 — facsimile

UL'S. Mailk
Generall Accounting
Virginial Department off Accounts
P. O Box 1971
Richimond, VA 235218-1971
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